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Demonstration

• Enroll employee in the retirement plan 
ATRS T-DROP 13%

Human Resources > Personnel Management > 
Administration > Benefits > Termination 
(HRBEN0014/PA30/HRBEN0001)
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1. Double click on Termination
or enter HRBEN0014 in the
command field and press enter.



AASIS Support Center, Diane Jolley
09/09/03, Revised to V4.2

11-3

An AASIS Training Guide
HRBEN – Benefits Administration

2. Select Other keydate 
and enter the last day the 
employee is eligible for 
Retirement benefits.

3. Enter the employee’s 
personnel number.

4. Click Execute.
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5. Select the employee’s retirement plan by 
clicking in the box to the left of the plan.

6. Click Terminate participation.
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NOTE:   Verify that you 
have selected the correct 
plan for termination.

7. Click Terminate participation.
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8.  Read the message which tells you how 
many plans were terminated and then click 
the green check mark. 
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9. Click Back 
until the User 
Menu appears.
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10. Double click on Maintain Employee
Data or enter PA30 in the
command field and press enter.
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11. Enter the employee’s personnel number.
If you do not know the number, use the match
code search functionality to search by name.

12. Use the left and right scroll 
buttons to select the Benefits tab.
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13. Select the Adjustment Reasons Infotype, 
located under the Benefits tab, to update
the employee’s Adjustment Reason.

14. Click Create.
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16. Select ‘Misc. Benefit Changes’
from the drop-down list.  

15. Enter the DROP effective 
date in the ‘From’ field.

17. Click Enter.
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18. Click Yes.
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19. Click Save.
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20. Click Yes.
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21. Double click on
Misc Benefit Changes.
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22. Double click on the 
ATRS T-DROP 13% plan.  
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23. Click on Accept.
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24. Click Enroll.



AASIS Support Center, Diane Jolley
09/09/03, Revised to V4.2

11-19

An AASIS Training Guide
HRBEN – Benefits Administration

NOTE:   Verify that you 
have selected the correct 
plan for the employee to 
be enrolled into.

25. Click Enroll.
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26.  Click Confirmation to provide the employee 
with a letter reflecting their enrollment in the 
ATRS T-DROP 13%.  Follow print instructions.
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27.  Click Continue.
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28. Continue to 
click Back until 
the User Menu 
appears.


